	GSPD-109

(New 11/05) 
PROCUREMENT DIVISION
CHECKLIST FOR EXITING EMPLOYEES       
NAME OF EMPLOYEE (must be completed prior to separation)
EMPLOYEE’S SEPARATION DAY:  ________________________________________
ITEMS TO BE RETURNED TO THE PROCUREMENT DIVISION:

 FORMCHECKBOX 

State Issued PC, Laptop, and/or Printer
 FORMCHECKBOX 
   Calculator 

 FORMCHECKBOX 

Cell Phone

 FORMCHECKBOX 
   Telecommuting Phone Line
 FORMCHECKBOX 
   Blackberry/Palm Pilot
 FORMCHECKBOX 
   DGS Security Badge
 FORMCHECKBOX 
   Blue State Charge Card

 FORMCHECKBOX 
   American Express Charge Card

 FORMCHECKBOX 
   Phone cards
 FORMCHECKBOX 
   Cal-Card
 FORMCHECKBOX 
   Desk Keys

 FORMCHECKBOX 
   Time Entered into PAL 

 FORMCHECKBOX 
   Completion of Separation Document Checklist (GS-71 - HR Use Only)
 FORMCHECKBOX 

Other:_______________
 SIGNATURE SUPERVISOR/MANAGER:  _______________________________
 DATE: ________________________

 SIGNATURE EMPLOYEE:  ________________________________________  
 DATE:  ___________________________________

OTHER COMMENT(S):
Completed form must be completed and returned to the Attendance Clerk, PD-HR.  

	


